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1. The CORM Product

The Crisis / Outreach / Risk Management (CORM) product is a web-based application that
provides real-time access to developmentally disabled (DD) consumer information in the
Division of Disability and Rehabilitative Services (DDRS) case management system. By using
the CORM product, you can deliver Crisis, Outreach, and Risk Management support to
consumers on behalf of DDRS.

1.1. How to Use the DDRS Crisis User Guide

The DDRS Crisis User Guide is intended to provide information about the user interface,
features, and functionality of the Crisis section of the CORM software product. The guide
includes hypertext links that you can use to move to related topics. You can also select a
topic heading in the Table of Contents on Page 2 to move to that topic.

For more information about the Outreach section of the CORM software product, refer to the
DDRS Outreach User Guide.

1.2. Product Support

You can access the most recent version of this guide and other CORM-related documents
online. Use the following website URL to access the CORM document library in the DDRS
website:

https://myshare.in.gov/fssa/ddrs/CORM/Forms/Allltems.aspx

If you encounter a problem with the Crisis product, or if you have a question or
recommendation regarding this user guide, log a HelpBox request. A member of the FSSA
Technology Services Team (FTST) will contact you to address the issue.
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2. System Setup and Login

Before you can use the CORM product, you must:

e Determine whether your system meets the recommendations for running the CORM
product.

e Set Microsoft Internet Explorer as your default Internet browser.
e Download and install the CORM product.

e Loginto the CORM product.

2.1. System Recommendations for Running the CORM Product
For best results, run the CORM product with the following parameters:

1024 x 768 pixels screen resolution

Internet Explorer as your default browser

Latest version of Adobe Reader

A high-speed Internet connection (for example, DSL, cable modem, or T1 line)

2.1.1. Setting the Screen Resolution on Your Computer

For best results while viewing the CORM product interface, your computer screen
resolution should be set to 1024 x 768 pixels or higher. Use the following procedure to
set the screen resolution on your computer to the highest setting.

1. Right-click on your desktop and select Properties from the shortcut menu. The
Display Properties window appears.

2. Select the Settings tab.

3. Drag the slider in the Screen resolution section as far to the right as possible to
increase the screen resolution to the highest setting. The following illustration shows
an example of the Screen resolution section of the Display Properties window:

Screen resolution
Less ._J Mare

1280 by 1024 pixels

4. Select Apply and then OK.

Latest Revision:
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2.1.2. Setting Microsoft Internet Explorer as Your Default Internet
Browser

Before downloading the CORM product, you must verify that Microsoft Internet
Explorer is set up as your default Internet browser. If your system uses a different
browser, you can use the following procedure to set Internet Explorer as your default
Internet browser.

1. Open Internet Explorer and select the Tools menu.

2. Select Internet Options. The Internet Options window appears, as shown in the
following illustration:

Eenerall Se-:urityl F'rivacyl I:l:untentl Connections  Programs I.-'-"-.dvancedl

— Internet programs

%_4 Y'ou can zpecify which program YWindows automatically uzes
@} for each Internet service.

HTHL editar: IMin:rn:ns::nFt Office Ward

E-mail: IMicru:usu:uFt Office Cutlook,

Mewsgroups: IOutI-:n:nk Express

[nternet call INetMeeting

Calendar: IMicru:usu:uFt Office Outlook,

Led Led L Led L] e

Cantact list: IMil:rDsnFt Office Cutlook,

'ou can rezet |nternet Explorer ta the default

Reszet Web Settingz... g e

Enable ar dizable browser add-onz installed an

t anage Add-ons...
Maur compuker.

¥ Internet E=plorer should check to zee whether it is the default brawser

] 4 I Cancel Apply

3. Select the Programs tab in the Internet Options window.

4. Verify that the Internet Explorer should check to see whether it is the default
browser check box is checked.

5. Select Apply and then OK.
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2.1.3. Installing and Testing the Latest Version of Adobe Reader

You can access the most updated copy of this user guide and other documentation from
the DDRS website. To view the documents, you must install the Adobe Reader on your
computer. Use the following procedure to install and test the latest version of Adobe
Reader on your computer (the procedure assumes that you have not installed the Adobe
DLM ActiveX control).

1. Select the following link or enter the URL into the Address field of your browser:

http://www.adobe.com/products/acrobat/readstep2.html

The Adobe Reader web page appears, as shown in the following illustration:

Hatme © Do aclEt §

Adobe Reader

Download the latest version of Adobe Reader

Adobe Reader 9 33.5 MB
{includes Acrobat.com on Adohe AIR)
Windows XP SP2 - SP3, English

Different language or operating system?

Learn mare | System Reguirements | License | Distribute Adobe Reader

Download Total : 33.5 MB

By clicking the Download button you agree to
the License Agreements and Privacy Policies for
the software included.

Latest Revision:
5/28/2009 3:51:00 PM

Page 7 of 67



http://www.adobe.com/products/acrobat/readstep2.html

DDRS CORM Product User Guide |

Section 2: System Setup and Login |

2. Select the gold Download button. The system displays the following screen and a
gold bar appears at the top of your browser window:

Harme f Diosaen Reader |

Adobe Reader

Download Notes MORE INFO

You may need to click the gold bar at the top of the browser window to allow the Adobe Reader home

install. Adobe Reader for mobile devices
Adohe Reader support center

T Adobe- feader downbad thant you - Microseft Interned Exploser Distribute Adobe Reader

hciess | &) htpfhmee odobe.cont B

&P T> help pretent your sectrity, Inoerer Esplorer Hocked th= site fom dowrloadng fes to war someuesr chokbers brogticrs. X =

FTHEINFS BAR APPEARS ABOVE THIS PAGE CLKCK THE BAR TOINSTALL

Thank you. Your download will start autormatically.
If it does not start, click here to download.

If & dialog box appears with the option to run or sawve, click run.

3. Select Click here to install from the gold bar at the top of the browser window, and
then select Install ActiveX Control from the shortcut menu that appears.

4. Select Install in the Internet Explorer - Security Warning window that appears.

5. Wait several seconds as one or more Adobe progress windows appear, indicating the
progress of the installation. When the installation is complete, the getPlus: Info
window appears and indicates that the installation is complete.

6. Select OK in the getPlus: Info window.

7. Test the Adobe Reader installation by selecting a PDF file from either the network or
a SharePoint site.

Tip
Select the following link to display a SharePoint page that contains multiple PDF files
that you can use:

https://myshare.in.gov/FSSA/ddrs/\WebBased%20Tools/Forms/Allltems.aspx

8. Ensure that the Read Only radio button is selected in the Microsoft Internet
Explorer window that appears and then select OK.

Latest Revision:
5/28/2009 3:51:00 PM

Page 8 of 67


https://myshare.in.gov/FSSA/ddrs/WebBased%20Tools/Forms/AllItems.aspx

DDRS CORM Product User Guide |

Section 2: System Setup and Login |

The following illustration shows an example of the Microsoft Internet Explorer

window:
x|

? J  “You are about ko open;
- Mame: ..ce Tool User Guide pdf
From:  myshare.in.gov
How would pou like to open this file?
* Bead Orly
" Edit

DK |

Some filez can harm your computer. [F thiz information looks
suzpICions, of you do not fully trust the source, do not open the file.

Because this is the first PDF you have opened after installing the Adobe Reader, the
Adobe Reader — License Agreement window appears, as shown in the following
illustration:

Adobe Reader - License Agreement

Press the Accept button to agree to the License Agreement and continue.

ADOBE SYSTEMS INCORP ORATED
Warranty Disclaimer and Software License Agreement.

THIZ DOCUMENT INCLUDES WARRANTY INFORMATION (PART I) AND A LICENZE AGREEMENT GOVERNING
THE USE OF ADOBE 30OFTWARE (PART II).

PARTI. WARRANTY DIS CLAIMER.

THE 3OFTWARE AND OTHER INFORMATION I3 DELIVERED TO YOU “AS [3” AND WITH ALL FAULTS. ADOBE
ANDITS SUPPLIERS AND CERTIFICATE AUTHORITIE? DO NOT AND CANMNOT WARRANT THE PERFOFMANCE
OR REZULTS ¥OU MAY OETAIN BY USING THE 30FTWARE, CERTIFICATE AUTHORITY SERVICES OR OTHER
THIRD PARTY OFFERINGS. EXCEPT TO THE EXTENT ANY WARRANTY, CONDITION, REPRESENTATION OR
TERM CANNOT OR MAY NOT BE EXCLUDED OR LIMITED EY LAW APPLICAELE TO YOU [N YOUR
JURIZDICTION, ADOBE AND ITS S3UPPLIERE AND CERTIFICATE AUTHCORITIES MAKE NO WARRANTIES
CONDITIONS, REPRESENTATIONS, OR TERMS (EXFPRESS OR IMFPLIED WHETHER BY STATUTE, COMMON LAWY/,
CUSTOM, U3AGE OR OTHERWISE) A3 TO ANY MATTER INCLUDING WITHOUT LIMITATION
NONINFRINGEMENT OF THIRD PARTY RIGHTS, MERCHANTARILITY, INTEGRATION, BATISFACTORY QUALITY,
OR FITHESE FOR ANY PARTICULAR PURPOSE.

PARTIL SOFTWARE LICENSE AGREEMENT.

BY USING, COPYING OR DISTRIEUTING ALL OR ANY PORTION OF THE ADORBE BOFTWARE, VOU ACCEPT ALL

THE TEEME AND CONDITIONS OF THIS AGREEMENT, INCLUDING, IN PARTICULAR, THE PROVIZIONS ON: USE
CONTAINED IN SECTION 2; TRANSFERABILITY IN SECTION 4; CONNECTIVITY AND PRIVACY IN SECTION 6;
WARRANTY IN 3ECTION 9 AND LIABILITY IN 3ECTIONS 10 AND 16, UPON ACCEPTANCE, THIZ AGREEEMENT I3
ENFORCEABLE ACAINGST YOU AND ANY EMTITY THAT CETAINED THE S0FTWARE AND ON WHOSE BEHALF

IT I3 USED. IF ¥YOU DO NOT AGREE, DO NOT USE THE 30FTWARE. ﬂ

Prink Save Accepk

9. Select Accept to display the PDF file for the document you selected.

The Adobe Reader — License Agreement window appears only once. After you
perform the remaining steps in this procedure, the license agreement will not appear
again when you select a PDF file.
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2.2. CORM Download and Installation

To use the CORM product, you must first install the interface software to your PC. Use the
following procedure to download and install the CORM software.

Important

The CORM product uses the Microsoft .Net Framework 3.0 programming model, which
requires that a user with administrative rights perform the installation. Subsequent user-
specific setup and use of the CORM product does not require administrative rights.

If your PC does not have the Microsoft .Net Framework 3.0 programming model, the system
loads it automatically and then resumes the CORM installation.

1. Select the following link or manually enter the following URL into your browser’s
Address field:

http://ddrsprovider.fssa.in.gov/corm/publish.htm

The following screen appears:

DDRS Data Managemgent
DDRS CORM

Name: DDRS CORM

Publisher: DDRS Data Management

The following prerequisites are required:

+ .NET Framework 3.0

If these components are already installed, you can launch the application
now. Otherwise, click the button below to install the prerequisites and run the
application.

Install

2. Select Install.

3. Select Run in the File Download — Security Warning window.

4. Select Run in the Internet Explorer — Security Warning window.

5. Select Install in the Application Install — Security Warning window.

Latest Revision:
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2.3. CORM Login

After the system completes the CORM installation procedure, the CORM Login window
appears. The following illustration shows an example of the CORM Login window:

CORM Login =]

Enter your user name and password, and then select OK. During the login process, the
CORM product evaluates your user information to determine your user role (for example,
Crisis or Outreach) and access level. The system modifies the appropriate windows, tabs, and
menus according to your role, and applies the appropriate capability limitations. For
example:

o Crisis-related windows and tabs display read-only information for an Outreach user,
and vice versa.

e If your role is a manager, you can perform additional functions, such as closing and
deleting episodes.

Latest Revision:
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3. Concepts and Terminology

A consumer is a person with a developmental disability who receives Crisis or Outreach
services. While client, customer, and individual are also terms used to describe a consumer in
other documentation or programs, every effort has been made to use consumer exclusively in
the CORM product and product documentation.

3.1. Episode

An episode is an event or situation that requires input into the CORM product. A CORM
episode describes the time period of the situation and the activities that occur. Most episodes
consist of a clear beginning and end, and can involve multiple individuals who add a service
entry and service note to the CORM product to document their efforts.

3.2. Read-Only User Role

The Read-Only user role limits the menus that are available to a user and limits the user's
capabilities on the system. You must contact the FTST via HelpBox to request that a user be
assigned this role. For more information about the Read-Only role, refer to Section 6.7:
Viewing Episodes as a Read-Only User.

3.3. Service Entry

A service entry is a line of information that describes an action (for example, the initial call, a
referral, or an in-home consultation) that occurred on an episode. Service entries appear in a
grid in the work area. The grid contains several columns of information.

Example: Episode with Service Entries

A DD consumer in a group home begins hitting his housemates. A Crisis call is placed, and
the clinician who receives the call starts a new episode in the CORM product and adds a
service entry to document the call. She then visits the group home for evaluation, and adds
another service entry to document her visit.

During the next two weeks, additional house visits are made and corrective actions are taken
to alleviate the situation. Each person who performs a service for the consumer adds a service
entry to the episode to document their action. After the DD consumer stops hitting people,
the episode is closed in the CORM product.

Latest Revision:
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4. The CORM Screen

After you log in, the CORM screen appears. The following illustration shows an example of the
CORM screen, and calls out the major screen elements. (The graphic is a composite illustration
for training purposes. Your screen will appear different):

Menu Bar —— consumer Epsode e Vew Doament Heb

Last Name |

1072 24 A
10/22/2007 1024 AM
Search Fields— a 9/6/2007 249 P

Work Tabs

05/21/2008 08:42 AM
05/21/2008 08:31 AM In-Home Data Collection
05/21/2008 08:17 AM our Support | Determination for Action

Work Area
Status Bar —— cormmer coanien: cras - 2, ouveaen 1
CORM Screen Elements
Screen Element Description
Menu bar The menu bar contains menus that you can use to manage consumer and
episode information in the CORM product. The menu labels and many menu
items contain hot keys that you can use to quickly access a menu.
Search fields Use the search fields to locate an existing consumer record or to start the
process of adding a new consumer record to the system.
Work tabs Use the work tabs to display Outreach, Crisis, or DART information.
Work area The work area displays Outreach and Crisis service entries, and DART
information for the consumer, according to the work tab that you select.
Status bar The Status bar displays the number of current and previous Crisis and
Outreach episodes that the consumer has had.

Latest Revision:
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5. Working With a Crisis Consumer

The CORM product is controlled primarily through consumer access and episode access. This
section describes how to use the CORM product to work with a Crisis consumer, and provides
procedures that you can use to:

Search for a consumer

Add a consumer

Identify and use the work area

Add a service entry on a consumer
Change a service entry on a consumer
Use the Call Information window
Use the Out-Of-Home window

Use the Consumer Contacts window
Run the Consumer Episodes report

5.1. Searching For a Consumer

You can use the search fields to search for a consumer or add a new consumer. The following
illustration shows the search fields:

Last Name |
First Name: I
Middle Name |
DOB |
Telephone ||'_} -

| Search |

To search for a consumer, enter information into one or more of the search fields and select
Search. The more information you provide, the more accurately the system can perform the
search.

The system searches for a consumer based on the information that you enter, and one of the
following events occurs:

e The system matches the search information to one consumer.
The system matches the search information to multiple consumers.

e The system does not match the search information to a consumer and prompts you to
add the consumer.

Latest Revision:
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5.1.1 One Consumer Matches

When the system matches the search information to one consumer, the system displays the
Crisis and Outreach episodes for the consumer. Both open and closed episodes appear, as
shown in the following illustration:

Consumer  Episode  Service  View  Document  Help

Last Name ISTAFFOHD Episode Type | Status | End Date | Changed By | Changed Date

First Mame IJMON gacrisismanager 3/2

Middle Name |HOW.AF{D Crisiz Closed 2/27/2008 10:55 AM | gacrisismanager 242772008 10:55 AM
DoB |10.-"'1 0/1938 Crigig Closed 3/26/2008 4:07 PM gacrisismanager 3/26/2008 4:07 PM
Telephone |(755) FRR-1234 Cutreach Open gaoutreachoperator 96,2007 10:40 AM

| New Search | _

Opening an Episode

You can open an episode for the current session type (for example, an Outreach episode
while logged on as an Outreach user) that is in Open status by double-clicking on the record.
When you open an episode, the New Search button changes to Episode List and additional
consumer information appears to the right of the search fields, as shown in the following
illustration:

Consumer  Episode  Service  View  Document  Help

Last Name  |STAFFORD Age  [69  Addess [T12W3RDST ssn  [123456783

First Name [ JASON Gender |V Gy  [MUNCEE Waver [
Middle Name  [HOWARD State [N Zp [47304 Setting I

DOB [10/10/1338 Courty [DELAWARE Stus  [Referal
Telephone  |(765) 555-1234 Highle [

| Episode List | Edit | Presumptive DD Eligibility |

While the additional fields that appear in this mode are read-only, the episode is open and
you can add or change service entries. You can select the Episode List button to return to the
list of episodes for the consumer. The Presumptive DD Eligibility button does not appear
for an Outreach episode.

Viewing Closed and Opposite Session Type Episodes

You can view information about a closed episode or an episode for the opposite session (for
example, an Outreach episode while logged on as a Crisis user) by clicking once on the
episode in the list. The service entries for the episode appear in the work area, and you can
use the Service menu to view the following additional information about the episode:

Details
e Notes
Reasons

Latest Revision:
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5.1.2 Multiple Consumers Match

When the CORM product matches search information to multiple consumers in the system,
the Consumers Found grid displays a list of the consumers and some of their demographic
information, as shown in the following illustration:

Consumer  Episode  Service  View  Document  Help

Last Name stafford Consumers Found: 10
First Name I

LastName FirstName MiddleMame DateCf Birth HomePhone Cust Status =
Middle Name I -

3179657164 ELIGIBLE

DOB |

STAFFORD ANDY 8/1/1973 8126494078 ELIGIBLE
Teephone (- STAFFORD ARDEN 3/24/1983 0000000 ELIGIBLE

STAFFORD DENNIS 10/10/1938 7656648534 ELIGIBLE
[ Search | STAFFORD JASON HOWARD 10/10/1938 7655551234 Referal =l

If you select a consumer with an open episode, the system displays the same information for
the consumer as when the search yields a single match.

If you select a consumer that does not have an open episode, the system prompts you to open
a new episode.

5.2. Adding a Consumer

When the CORM product does not match search information to a consumer in the system,
the Add New Consumer window appears so that you can manually input demographic
information for the new consumer.

The following illustration shows an example of the Add New Consumer window:

Last Name fi SSN |

First Name | Address |

Middle Name | ay |

DOB | 4 772008 = State  |IN Zp |

Telephore | County | ~]
Gender

" Male " Female ok ] cocd |

Complete the information in the Add New Consumer window and select OK.
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Important

If you submit the Add New Consumer window without entering an SSN, the system
displays the following message to help prevent the creation of a duplicate entry for the same
consumer in the CORM product:

Mo SSN Provided |
] A 55N has not been entered. Continuing may create a duplicate entry for this consumer.
. Are you able to obtain the consumer's S5M7?

Select Yes to return to the Add New Consumer window so that you can enter an SSN.
Select No to skip this step and submit the information to the CORM product.

If the SSN Field contains a number that matches an existing SSN when you submit the Add
New Consumer window, the system displays the following message to help prevent the
creation of a duplicate entry for the same consumer in the CORM product:

Consumer Found with SSN_ |

& consumer was Found with the same 55K
Would wou like to use this consumet?

Yes Mo |

Select Yes to use the identified consumer.

Select No to return to the Add New Consumer window so that you can enter a different
SSN.

After you complete the information in the Add New Consumer window, the system adds the
information to the demographic fields in the search area and displays the following prompt:

This consumer does not have any episodes. Would you like to open a new one?

Select Yes to open a new episode for the consumer.

Latest Revision:
5/28/2009 3:51:00 PM
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By default, the system selects one of the following service types and then displays the Select
a Service Description window:

e 24 Hour Support for a Crisis episode.
e Admin Support for an Outreach episode.

Select a description for the new service entry or select the Cancel button in the Select a
Service Description window (you can complete the information in this window later). One
of the following events occurs:

e The Call Information window appears for a new Crisis episode, regardless of the
service description that you choose. Complete the information in the Call
Information window or select the Cancel button (you can complete the information
in this window later).

e The Outreach Details window appears for a new Outreach episode when you accept
the default Referral service description. Complete the information in the Outreach
Details window or select the Cancel button (you can complete the information in this
window later).

The Edit button and Presumptive DD Eligibility button appear in the search area for a new
Crisis consumer, as shown in the following illustration:

Call Service Help

Lest Name  [Simpson re [0 Address  [123 E. MAIN 5T. SSN [123-456789
Fist Name  |Barthalamew Gender || City {MUNCIE Waiver |
Middle Name | State [N Zip [47304 Setting  [NA

Col DELAWARE Stat Refemal
DOB [01719/1968 | B

Higble [
Telephone ||'_1‘. e
Mew Search Q | Presumptive DD Eligibility |
Important

The Presumptive DD Eligibility button also appears when you select an open Crisis episode
with a status other than Eligible or Ineligible.

The Presumptive DD Eligibility button does NOT appear for an Outreach episode.

Select the Edit button to display the Edit Consumer window, which you can use to add or
change information about a Crisis or Outreach consumer.

Latest Revision:
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Select the Presumptive DD Eligibility button to display the Presumptive DD window,
shown in the following illustration, which you can use to perform a preliminary
determination of a new Crisis consumer’s eligibility for services:

Presumptive DD

— Prior BDDS/DD Services — Development Disability Testing
[ | Previoushy In BDDS/DD Services ™ Have you ever had developmental disability testing done
Description I Testing of I
— Special Education Tester I
™ Ae you in or ever have been in special education Completed On I 8/17/2007 LI
™ Mental Impaimment (Not a Mertal liness) I” Evidence of Significant Disabilties That Began Eefore Age 22

™ 30r More Substantial Limitations
[~ Seff Care -

Dioes the individual require physical or non-physical assistance in performing eating, hygiene, grooming. or health care skills, orin
the case of a child does the parent, caregiver, or school

[~ Receptive and Expressive Language -
Is the individual unable to communicate effectively without the aid of a third person, a person with special skills, or without an
assistive device (such as sign language)

[~ Leaming -

Dioes the individual have difficulty leaming new skills etther verbally ar visually, retaining and remembering skills, and reasoning
how and why to perform skills such that special leaming technigues beyond those that an individual nomally needs to leam is
required for the development of social, seff care, language, academic. or vocational skills.

[~ Mability -

Dioes the individual need the assistance of another person or an assistive device for movement from place to place orin the
case of a child is the child’s postural contral and movement and coordinated use of muscles substantially below what is typically
expected of children of the same age.

— Completion Details

rfomant | Completed On | oK Cancel |

i

Latest Revision:
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5.3. The Work Area

After you open an episode for a consumer, the work area on the CORM screen displays the:

e Work tabs
e Service entry grid

The following partial illustration shows an example of the work tabs and service entry grid:

Work tabs

—_

- Date e 2 E‘:td:d | Service Type | Service Description Referred To Disc
04/07/2008 03:40 PM In-Home: Direct Service
Service entry 04/07/2008 08:59 AM OutOFHome | Data Collection Behavioral Consultant | Behz
gri d 03/27/2008 02:06 PM Out-Of-Home

Coordination of Care / Transition Planning
03/27/2008 11:58 AM

Psychiatric Services
008 | 24 Hour Support

Determination for Action

5.3.1 Work Tabs

Work tabs provide fields that you can use to manage an episode. The CORM product
displays the following tabs in the work area:

e Crisis Services
e QOutreach Services
¢ DART Info

The usability of the Crisis Services tab and Outreach Services tab is determined during
login by your role. For example, if you log in as a Crisis user:

The Crisis Services tab appears by default when you open an episode.
You can enter or change information for Crisis episodes.

e The Outreach Services tab presents read-only information.

If you log in as an Outreach user:

The Outreach Services tab appears by default when you open an episode.
[ ]

You can enter or change information for Outreach episodes.
e The Crisis Services tab presents read-only information.

The DART Info tab is available for both Crisis and Outreach users, and always presents
read-only information.

Latest Revision:
5/28/2009 3:51:00 PM
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See Also

For more information about the DART Info tab, refer to Appendix B: DART Information
Screens.

5.3.2 The Service Entry Grid

The service entry grid displays the service entries for the episode. Service entries contain
detailed information about a service that a user provided to the consumer. The system
automatically adds a new service entry when you open a new episode. You can also add a
service entry manually.

The service entry grid displays multiple service entries by date in descending order. You
must select a service entry to add or change information. A selected service entry appears
with a solid color and a white arrow in the left column, as shown in the illustration on the
previous page.

5.4. Adding a Service Entry

After you open an episode for a new or existing consumer, you can add one or more service
entries. To add a service entry for an episode, open the Service menu, point to Add, and then
select a service type from the pull-down menu, as shown in the following illustration:

"B Crisis Management

Consumer | Service | Episode Wiew  Document Admin Help
Add b

Lazt Mame | | 24 Hour Suppart...
Firzt Marne Date... In-Haome. ..

i Quk-0F-H
iddle M ame: Descripkion. .. | H e ;

Fallow-along. ..

DoE Cietails. .. LTI
Telephone T RID

The availability of the service types on the pull-down menu varies according to the latest
service type selected. For example, if the consumer is in a 24 Hour Support service type,
you can select 24 Hour Support or any of the other service types. If you add an In-Home
service type, the system limits you to selecting another In-Home or an Out-Of-Home
service type, as shown in the following illustration:

InHome...

Out-OfHome. ..

Latest Revision:
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The following table defines the service types available:

Service Type Availability

With This Service Type Selected You Can Add One of These Service Types
24 Hour Support 24 Hour Support
In-Home
Out-Of-Home
Follow-Along
In-Home In-Home
Out-Of-Home
Out-Of-Home Out-Of-Home
Follow-Along
Follow-Along Out-Of-Home
Follow-Along

5.4.1 Product/Interventions Window

After you select a service type, the Product/Interventions window appears, as shown in the
following illustration:

[Graphic]

Select one product for the service and one or more interventions to complete this window.
The list of interventions changes according to the product that you select.

5.4.2 Communication Window

The Communication window appears after you complete the Product / Interventions
window. You use the Communication window to indicate the types of communication used
for the service. You can select multiple communication types, as shown in the following
illustration:

[Graphic]
5.4.3 Location Details Windows
After you complete the Communication window, one of the following windows appears:

¢ In-Home Off-Site Location Details if the service type is In-Home Off-Site
e Out-of-Home Location Details if the service type is Out-Of-Home

Latest Revision:
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e Outcome Measures if the service type is other than In-Home Off-Site or Out-Of-
Home

The following illustration shows an example of the In-Home Off-Site Location Details
window:

[Graphic]
You use this window to indicate where the consumer was when the service was administered.
The following illustration shows an example of the Out-of-Home Location Details window:
[Graphic]

You use this window to indicate who approved the Out-of-Home placement and provide
basic information about the placement facility.

5.4.4 OQutcome Measures Window

The Outcome Measures window appears after you complete the previous windows. You use
this window to indicate the outcome of a service. You can select one or more outcomes, as
shown in the following illustration:

[Graphic]

5.45 Service Notes Window

The Service Notes window appears after you complete the Outcome Measures Window so
that you can quickly add a note to the service.

5.4.6 Service Time Management Window

After you add a note or cancel the Service Notes window, the system displays the Service
Time Management window. You use this window to record the date and time of the service
provided. For service types tied to contractual recording (for example, the first In-Home
service added for a consumer), the Service Time Management window includes fields for
the response time of the service. A Justification field becomes active (and required) if the
response time falls outside of the contractual timeframe. The following illustration shows an
example of the Service Time Management window for contractual recording:

[Graphic]

Latest Revision:
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54.7 Trends Window

The Trends window is the last window to automatically appear in sequence when you
add a new service. You can use this window to indicate one or more trends that have
been recognized for the consumer, as shown in the following illustration:

[Graphic]

5.5. Changing a Service Entry

After you add a service entry to an episode, you can use the Service menu to also change or
add information to the service entry row in the work area.

Tip
You are not required to change a service entry immediately after you add it. You can select

the New Search button to return to the search fields and perform another search. You can
change a service entry at any time.

The following table describes the Service menu items that you can use to change a service
entry.

Service Menu Items

Item Description

Date... Displays the Service Date window, which you can use to change the
beginning date and time of the service to any current or past date and time
combination. The following illustration shows an example of the Service
Date window:

Date: IE',-"ED:"EDDE "I Time: ID'I:E-EF‘Mﬁ

QK I Cancel |

Latest Revision:
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Service Menu Items (continued)

Iltem Description

Description... Displays the Select A Service Description window that you can use to
select the desired service description. The following illustration shows an
example of the Select A Service Description window:

Select a Service Description
Behavioral

Consultation
Determination for Action

Psychological

Refemsl

Call Type
’1‘ N/ ' |ncoming " Qutgoing

Ok Cancel |

4

You can also use the radio buttons in the Call Type section at the bottom
of the window to indicate whether the service is related to a phone call.

Details... Displays the Call Information or Out-Of-Home window, depending on the
service type you selected when you added the service.

If you selected a 24-Hour Support service type, the Call Information
window appears.

If you selected an Out-of-Home service type, the Out-Of-Home window
appears.

A window does not appear if you select the Details menu item for an In-
Home or Follow-Along service type.

Latest Revision:
5/28/2009 3:51:00 PM

Page 25 of 67



DDRS CORM Product User Guide |

Section 5: Working With a Consumer |

Service Menu Items (continued)

Iltem Description
Discipline / Staff... Displays the Select a Discipline and assign Staff window that you can
use to assign a staff member to the service.
A decision tree appears when you select a discipline, branching out to
display the staff names available for the discipline you select.
The following partial illustration shows an example of the Select a
Discipline and assign Staff window:
-- BODS Area Directar
-- Behavior Clinician
-- Criziz Technician
El O_ther
. -~ Manager, Test
-~ Operator, Test
-- Psychiatrist Elg
Mark as Completed | Displays the Service Completed Date window, which you can use to mark

a selected service entry as complete. Clicking the drop-down arrow
displays the calendar, as shown in the following illustration:

Service Completed Date

I Tuesday . September 11, 2007 ;I

KBl September. 2007 [

Sun Mon Tue Wed Thu Fi Sat J
26 27 28 2% 30 03 1
2 3 4 5 & 7 8
5 10 &k 12 13 14 15
16 17 18 1% 20 #2122
23 24 2% 2 X X 29
o 1 2 3 4 5 6
= 3 Today: 91152007

You can use the calendar to search for a year, month, and day.
You can select past and future dates.

After you select a date, the date appears in the Completed Date column.

Latest Revision:
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Service Menu Items (continued)

Item

Description

Remove
Completed Date
(manager function)

Removes the completed status on a selected service entry in the work area.
(You must log in as a manager or director to perform this action.)

Mark as VVoided

Voids a selected service entry in the work area when you select Yes at the
following prompt:

x

'{) Do you want to void this service ?

e

A voided entry displays a different color of text (red text if your PC uses the
default Microsoft color scheme) than non-voided entries.

Remove Voided
Date (manager
function)

Removes the void status on a selected service entry in the work area. (You
must log in as a manager or director to perform this action.)

Latest Revision:
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Service Menu Items (continued)

Item

Description

Notes...

Displays the Service Notes window that you can use to view and add service
notes (you can also double-click a service entry row to display the Notes
window). The system displays the notes by date in descending order (newest
note first), as shown in the following illustration:

MNew note (date stamp iz added automatically): Remaining characters = 7318
Have a good Patriots’ Day! d

oK
Cancel |

=

-

Bxisting notes:

Mote attached by GACRISISOPERATOR on Monday, 09/10/2007 10:15:05 AM
This is Adam’s 3rd note

Mote attached by GACRISISOPERATOR on Monday, 09/10/2007 10:17:35 AM
thiz iz Adam’s Znd naote

Mote attached by GACRISISOPERATOR on Monday, 09/10/2007 10:15:58 AM
this iz Adam's note

[~

To add a note, enter the note in the list box under Enter new note (date
stamp is added automatically). You can also paste copied text from
Microsoft Word into the list box. The system date-stamps and time-stamps
the note and adds the note to the Existing notes area of the window.

The Remaining characters field in the upper right corner decreases as you
type or when you paste information, indicating the number of characters that
remain from the 8,000-character limit that exists for the service. The field
only shows 7,900 characters to compensate for the date stamp text. When the
number of remaining characters falls below 100, the Remaining characters
field turns red.

When you reach the 8,000 character limit (or exceed the limit by pasting a
note), the following message appears:

You have entered or exceeded the maximum length of this note. Text
may have been truncated beyond the maximum length of approximately
8000 characters.

Latest Revision:
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Service Menu Items (continued)

Item

Description

Reasons...

Displays the Service Reasons window so that you can select or unselect one
or more reasons for the service requested for the episode. The following

illustration shows an example of the Service Reasons window:

Service Reasons

[w| Dangerto Others

[] Blopement

[ Esdtreme Property Destruction
[ Homicidal Gesture

[] Homicidal Threat

[ Inadequate Supports

[w| Incompetent Supports

[] Need for Immediate and Intensive Services
[] Need for Immediate Support
[[] Need for Refemal

[] Other

[w] Physical Agagression

[ Psychotic Episode / Aattation
[ Self4njurious Behavior

[ Suicidal Gesture
[] Suicide Threat

[ Unwilling Supports

[] Unavailable Supports

QK I Cancel |

Referred To...

Displays the Service Referred To window that you can use to indicate a
referral service used. Select one of the following valid entries from the list:

Crisis Services

Adult Protective Services

BDDS

Behavioral Consultant
Day Services

IU Medical Center
Mental Health Center
Neurology
Occupational Therapy
Other

Outreach

Physical Therapy
Psychiatric Services
Respite

Riley Outpatient Clinic
Social Organization
Special Olympics
Speech-Language
Therapist/Counselor

Qutreach Services

211 Services

911 Emergency
Adult Protective Services
APS

BDDS

BQIS

Clinical Provider
CMHC

CPS

Crisis

Day Provider

ER of Hospital
Family/Self

IDT

IPMG/Case Manager
IU Medical Center
Other

Residential Provider
Riley Outpatient Clinic
Risk Management
Training

Latest Revision:
5/28/2009 3:51:00 PM

Page 29 of 67



DDRS CORM Product User Guide |

Section 5: Working With a Consumer |

Service Menu Items (continued)

Iltem Description

Time Displays the Time Management window that you can use to record
Management... response times and durations.

(Crisis episodes

only) The size of the Time Management window varies according to the service

type. For example, the following illustration shows an example of the Time
Management window for a 24-Hour Support service type:

Time Management

Call Respaonze

Fom: | 02/25/2008 =] [ 1054 AM = To [Fog/zsz0e =] [P S aM = Justiication..._|

Total Time: 1 Hr

Call Duration

From: o ioesess2008 (7| o154 P =5 To: [iossesizooe =] Jionsapu = Justification... |
Total Tine:

ok I Lancel |

The following illustration shows an example of the Time Management
window for In-Home, Out-Of-Home, and Follow-Along service types:

Time Management

Call Duration
From:  [ioaszs2008 (@] [ionas e =5 To [iosszsizaos =] Jionaseu = Justiication..._|
Tatal Time:

Wigit Response

From:  fioesess2008 (7| [Floas e =5 To: [Ciossesizoos =] Jionaspu = Justification... |
Total Time:
Wigit Duration
From:  [iogsosizooe x| [hotasen = To: [hoseszons =l o pu = Justification... |
Total Timne:

Travel Duration
From: [ ioe/os02008 =

_______ o [Fosrzsrzos =] [Fimssen = dustcation.. |

a4
3
2
&
o
=
kL
=

Total Time:

Lancel |

To change a date, select the check box in the field and search for the date in
the drop-down calendar. You can use the calendar to search for a year,
month, and day.

To change a time, select the check box in the field and then select either the
hour, minutes, or AM/PM indicator to activate the up and down arrows
within the field. The up arrow increases the value, while the down arrow
decreases the value.

Select Justification to display the Justification window that you can use to
explain a situation (for example, why a call response was so late or why the
duration of a visit was exceedingly long).

Latest Revision:
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5.6. The Call Information Window

The Call Information window contains fields that you can use to document the
demographic, referral, and emergency information from a Crisis call. The Call Information
window appears when you:

e Open a new episode for a consumer.
o Select Details from the Service menu for a 24 Hour Support service entry.

The Call Information window is divided into the following sections that group the fields
logically:

e Call Information
e Immediate Danger
e Referral Information

The following illustration shows an example of the Call Information window:

Call Information

—Call Information — Refemal Information
Phone Number | Caller Last Name |
Source Cf Referal I.F\J:I\rocate j Caller First Name I
Location Of Person IHome j
Comparry I Behaviorist j
— Immediate Danger
Address I
911 Called By | " Sef  Guardian © Support Center | - I
Agency Type Police hd
I J State IIN Zip Code
Agency Name |
Contact Phone I
Agency Contact I
FAX |
Contact Phone Mumber |
Email |
Who is in danger |
Relationship IGuardian j
What i= the danger |
Indications |
QK I Cancel |
See Also

Refer to Appendix A: Call Information Window Fields for descriptions of the fields in the
Call Information window.

Latest Revision:
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5.7. The Out-Of-Home Window

The Out-Of-Home window contains fields that you can use to document information about
an out-of-home placement for the consumer. The Out-Of-Home window appears when you
select Details from the Service menu for an Out-Of-Home service entry. The following illustration
shows an example of the Out-Of-Home window:

Date Placed |M/22/2007 =
— Approved By
First Name I Last Name

Facility Name I

— Contact
First Name I Last Name

Address |
= !

State IM Jip Code I Phone

Important

When you use the Out-Of-Home window, you must complete all of the fields in the
window. If you attempt to save a partially completed window, the system highlights each
empty field with an exclamation symbol and displays the following error message:

nvalid Input ]

There are still errors on the form

Select OK to remove the error message, and then complete the remaining fields in the
window.

Latest Revision:
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5.8. The Consumer Contacts Window

You can use the Consumer Contacts window to create one or more contacts for a consumer.
To display the Consumer Contacts window, select Contacts from the Consumer menu, as
shown in the following illustration:

' Crisis Management
Consumer Episode  Service  View [

Search

.
W

Report

aTatsl 2.2 000

The following illustration shows an example of the Consumer Contacts window:

Consumer Contacts
Contacts

Title IGuardian

Name |Tnm Rhoads

Address |'|23 W. Benjamin St.

City III‘-JDI.—"-.I‘-J.—"-.F‘OLIS State IIH Zip Code IdJEZ'I}-!l

Phone |317-234-5678 Fax |

Email Itrhnads-i@am'rte.u:nm

Delete | Mew | Save | Cancel

The City and State fields in the Consumer Contacts window are read-only. The system
automatically populates these fields when you enter a postal code in the Zip Code field and
press the TAB key or select another field with the mouse pointer.

After you complete and save the information in the Consumer Contacts window, the system
applies the contact to the consumer (not to the episode). Deleting or closing an episode for a
consumer does not delete a consumer contact. To delete a consumer contact, you must use
the Delete button in the Consumer Contacts window.

Latest Revision:
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The Consumer Episodes report contains detailed service information about the currently
displayed consumer. You can expand or contract sections of the report to show or hide

information.

To run the Consumer Episodes report, select Report from the Consumer menu. The
following illustration shows an example of the Consumer Episodes report with several
sections expanded, including the Notes section for the In-Home service:

CORM Consumer Report

1 of 1

) [# |3 B H- | w00% -

Crisis

[5]

Call Information

=

Referral Information

H H

Immediate Danger
Out-Of-HOME

=

In-Home: Evaluation and Assessment  §/23/2008 7:42:39 AM

o M

Mote attached by QACRISISMANAGER on Tuesday, 06/24/2008 11:20:51 AM
After receiving initial phone call, BM determined that additional information is required.

Call Information

=

Referral Information

H H

Immediate Danger

=

Call Information

=

Referral Information

=

Immediate Danger
Out-0f-HOME

=

Latest Revision:
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Consumer Episodes

Service Type Service Description Service Start Date Referred To
B 24HourSupport EBehavioral B162008 1:40:19 PM Manager, Test
Notes

Manager, Test

Out-Of-HOME

B Out-Of-Home Coordination of Care/ 62372008 7:43:13 AM Manager, Test
Transition Planning

Notes

Find | Mext
Consumer Count 1
Staff Type Serv., Attributes
Other
Other M

Other



5.10. The Report Toolbar

Some of the icons and buttons on the Consumer Episodes report toolbar become active by
default when you run the report. The following table explains the toolbar icons and buttons
that you can use in the Consumer Episodes report:
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Toolbar Icons and Buttons

Icon or Button

Description

Page navigation

First Page Mext Page
T T
4 4 |5 of 10 | [>||J
|
I |
Previous Page Last Page

Use these buttons to move from page to page in the
report. You can select one of the identified buttons to
move to that page, or enter the page number in the
window and press ENTER.

Refresh Use this icon to reset the report to the first page.
2]
Print Use this icon to print a copy of the report.
=
Print Layout Use this icon to display the report in print preview
— mode.
Page Setup Use this icon to display the Page Setup window that
— you can use to change the following parameters of the
N

report:

Paper size and source

Orientation (for example, Portrait or Landscape)
Margins

Printer and printer properties

Latest Revision:
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Toolbar Icons and Buttons (continued)

Icon or Button

Description

Export

-

¥ML file with report data
CSV (comma delimited)

Use this icon to save the report as a file in a different
format. For example, to create a PDF file for better viewing
and printing, select Acrobat (PDF) file. The system
displays the Save As dialog box that you can use to
navigate to the desired folder.

TIFF file
Acrobat (FDF) file |
Web archive by
Excel
Zoom field Use the zoom field to select the viewing size of the report.
The system defaults to 100%. Select a higher value to
100% =] increase the size of the report, or a lower value to decrease
Page Width the size of the report.
Whole Page
gggﬁ You can also select Whole Page to view the entire report
150% on your screen, or Page Width to set the zoom factor
according to the width of the report.
75%
50%
25%
10%

Latest Revision:
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6. Working with Episodes

This section describes how to view, access, and control episodes in the CORM product, and
provides procedures that you can use to:

Open a new episode for a consumer

Close an episode (manager function)

Delete an episode (manager function)

View the open episodes on the system

View the closed episodes on the system
View previously displayed consumer records
Attach (upload) a document to an episode
View (download) a document on an episode

6.1. Opening a New Episode for a Consumer

You can open a new episode for a consumer if a current episode does not exist for the
consumer. To open a new episode, select the Episode > New Crisis Episode menu, as
shown in the following illustration:

"#' Crisis Management

Consumer | Episode | Service  View  Document  Help
' New Crisis Episode
Last Name | = E_‘E Episode Type Status
First Name S Crisis Closed
Delete
Middle Mame! . (Crisiz Closed
OOB I Outreach Open
Telephone () -
| New Search

The following prompt appears:

Open an episode on consumer? El

2 This consumer does not have an open crisis episode,
) Wauld you like to open an episode an this consumer?

Yes

Select Yes to open an episode for the consumer.
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6.1.1 New Episode Workflow

The following illustration shows the workflow that occurs when you open a new episode for
a consumer.

New Episode Workflow

Call Information > 911 Called? Yes

Window g

No

Yes

Communication |,/ Information &
Window Referral?

lNo

Presenting
Problems
Window

v

Outcome
Measures
Window

v

Service Notes

A

Window

o

Service Time
Management
Window
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6.1.2 Call Information Window

When you open a new episode, the system selects the 24 Hour Support service type and
displays the Call Information window by default. Complete as much information in the Call
Information window as possible.

Important

The following fields from the Call Information section of the Call Information window
are required before you can move to the next window (you can complete the remaining fields
in the window later):

Caller Last Name

Caller First Name

Phone Number

Initial Residential Setting

6.1.3 911 Called By Section

If you complete the 911 Called By section of the Call Information window, the system
automatically displays the Service Notes window.

If you do not complete the 911 Called By section of the Call Information window, the
Communication window appears.

6.1.4 Communication Window

You use the Communication window to indicate the types of communication used for the
service. You can select multiple communication types, as shown in the following illustration:

[Graphic]
Information and Referral

6.2. Closing an Episode (Manager Function)

If you possess the Manager or Director role in the CORM product, you can close an open
episode by selecting Close from the Episode menu. The system prompts you to choose a date
and time for the closure, as shown in the following illustration:
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Date: [01/18/2008 *| Time: [10:334M =

k. I Cancel |

Select the date and time on which the episode was officially closed and select OK.
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6.3. Deleting an Episode (Manager Function)

If you possess the Manager or Director role in the CRISIS product, you can delete an open
episode by selecting Delete from the Episode menu. Select Yes at the following prompt:

Delete this episode ? ]

?/-J Do you want to delete this episode ?

e

6.4. Viewing the Non-Person Episodes on the System (Outreach
Episodes only)

You can view the non-person episodes on the system by selecting Non Person from the
View menu. The system displays the non-person episodes for the last 30 days in the Non-
person Episodes grid, as shown in the following illustration. You can change the date range
in this episode grid.

Mon-person Episodes From 9/16/2007 to 10/16/2007 fﬁ 1 of17 | b M
EpisodelD » | EpisodeEndDateTime | CreatedByllserName | CreatedDate | ChangedByUserName | ChangedDate -
gaoutreachmgr 5/13/2008 11:50 AM | gaoutreachmgr 5/13/2008 11:50 ...
1351 gaoutreachmgr 1372008 11:50 AM | gaoutreachmagr h/13/2008 11:50 ..
1350 gaoutreachmgr B13/2008 11:50 AM | gaoutreachmagr h/13/2008 11:50 ..
1345 gaoutreachmgr B13/2008 11:50 AM | gaoutreachmagr h/13/2008 11:50 ..
1940 P E/17 /9000 14 .E0 AR PR E/19/9000 11.E0

To attach a non-person episode to a consumer:

1. Double-click on the episode in the grid. The system displays the selected episode and removes
any previous consumer information.

2. Use the search fields to display a consumer. If the consumer has an open episode, the following
message appears:

Merge existing episodes ? |
9P The new consumer you selected already has an episode open.
\_"(’

Do you want to merge the services in that episode with the current episode ?

MOTE: thiz action cannot be undone |
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If the consumer does not have an open episode, the following message appears:

Attach consumer to episode ? |

& Would you like to attach this consumer to the current episode ?
-

MOTE: this action cannot be undone !

3. Select Yes to merge the services or attach the consumer to the episode.

6.5. Viewing the Open Episodes on the System

You can view the open CRISIS episodes on the system by selecting All Open from the View
menu. The system displays the open episodes for the last 30 days in the Open Episodes grid,
as shown in the following illustration. You can change the date range in this episode grid.

Open Episodes From 4/2/2008 to 5/2/2008 4] 1 of12 | b b

EpisodelD | EpisodeEndDateTime | CreatedBylserName | CreatedDate | ChangedByUserName | ChangedDate H

gacrisismanager 52,2008 5:36 AM | gacrisismanager AM l
1335 qacrisismanager 5/1/2008 2:01 PM | qacrisismanager 5/1/2008 2.01 PM
1334 qacrsismanager 4/30/2008 4:23 ... |qacrsismanager 4/30/2008 4:23 ...
1333 qacrsismanager 4/30/2008 413 ... |qacrsismanager 4/30/2008 413 ...
17 B e e e A ININNG 1R B T el A0 000 1-R7

If you click on an episode record, the system displays the service entry information for that
episode. If you double-click on an episode record, the system opens that episode and you can
add or change service entry information.

6.6. Viewing the Closed Episodes on the System

You can view the closed CRISIS episodes on the system by selecting All Closed from the
View menu. The system displays the closed episodes for the last 30 days in the Closed
Episodes grid, as shown in the following illustration. You can change the date range in this
episode grid.

Closed Episodes From 4/2/2007 to 5/2/2008 :ﬁ 1 of19 | b B
EpisodelD | EpisodeEndDateTime | CreatedBylserName | CreatedDate | ChangedByUserName | ChangedDate -
4/28/2008 11:01 AM | gacrisismanager 4/2/2008 1:05 FM gacrisismanager 4/28/2008 11:01 AM
1313 41720008 5:55 AM gacrisismanager 4172008 5:45 AM gacrisismanager 4172008 5:55 AM
1257 1/18/2008 10:33 AM | gacrisisdirector 11872008 10:32 AM | gacrisisdirector 11872008 10:38 AM
1246 1/16/2008 10:41 AM | gacrisisdirector 11672008 922 AM | gacrisisdirector 11672008 10:41 AM
194E 140 IAND GNT KR . 440 /IOND .00 AR R 440 /IND 0.07 AR
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When you click on a closed episode record, the system displays the service entries for that
episode and the following Service menu items become available:

e Details
e Notes
e Reasons

The following illustration shows an example of the Service menu for a closed episode:

"B Crisis Management

Consumer  Episode | Service | View  Document  Help

Add
Last Name IBILLING a ’ 4/2/2008 to 5/2/2008 FH | |4 4 |1 of2 | b B |
First Name  |JESSICA Date...

Middle Name I Description. .. ) ETET ) -

1.01... agel S
bos (ACE e N 4/1/2008 9:55 AM sm:

Telephone  |{260) 57 - 3
Discipline / Staff...

ID | EpisodeEndDateTi| CreatedBylUserNar| CreatedDate

Mark as Completed

Remove Completed Date

Crsis Sevices | Mark as Voided
Remove VYoided Date vice Type Semc:e[: -T-fm | Discipline | Siff
Notes...
Reasons...
Referred To...

Time Management...

Latest Revision:
5/28/2009 3:51:00 PM

Page 43 of 67



DDRS CORM Product User Guide |

Section 6: Working With Episodes |

6.7. Viewing Episodes as a Read-Only User

If you are assigned the Read-Only user role, the system displays both Outreach and Crisis
episodes when you select All Open from the View menu. The following illustration shows
an example of Outreach and Crisis episodes appearing together in the Open Episodes grid:

COpen Episodes From 12142008 ko 1/13/2009 ﬁ 4 4 |s of 9 | b K
Type Status End Date Changed By Changed D ate wo | CugtlD
Dulreach\ Open ganutreachrngr | 1/3/°2009 10:48 Ak 1844
Criziz / Open gacrisisoperator | 1/6/2009 8:27 A 139319
THH Open gacrsismanager | 1/5/2009 11:53 Ak 1844
Crizis Open gacrizizmanager | 1/5/200911:48 AM | 45100
T 'l R E AEMMOND A1 Akd CAE

After you select an open episode for a consumer, you can view the service information on the
open Crisis or Outreach episodes for the consumer, but you cannot change the data. When
you select the Service menu or right-click on a service, the system displays a truncated menu
that contains only the parameters that you can view, as shown in the following illustration:

B CORM - Read Only

Consumer  Service  Yiew  Document  Help

LastMame | Age |55 Address [R5 Wetan SoN [eosmsemnenm
First Name | Gender M City |ROCKVILLE Waiver |
Middie Name | State [N Zip [47572 Setting |
DOoB 87301353 County  [PARKE Status  [INELIGIBLE
Telephone  |[[755)@&00020 RID | Elighte I
Custid st
J,—\ Episode List I
( Crisis Services mneach Sewicesl DART Infol
Fra Boaigpleted B"o;tc.leed ‘ Service Type Service Description ‘ ?sfened ‘ Dizcipline .gtsas;[gned
24 Hour Suppart | Determination for Action ok
Reasons...
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6.8. Changing the Date Range in an Episode Grid

You can change the date range for an episode grid by selecting the calendar icon in the
navigation bar. The following fields appear when you select the calendar icon:

|f" Enter Date Information ~ Select A Date Range ‘

ISD-EDDays 'I

Use the Enter Date Information fields to change the start and end date. For example, if you
cannot find the open episode you are looking for, you can move the start date of the date
range to an earlier date to view different episodes.

Use the Select A Date Range fields to display episodes by 30-day groups (for example, 0 - 30
days, 30 - 60 days, etc) up to 120 days, selected from the drop-down list.

6.9. Viewing Previously Displayed Consumer Records

You can display a list of the consumers whose episodes you have accessed during the current
CRISIS session (the session begins the moment you log into the CRISIS product).

To view previously displayed consumer records, select Previous Consumer from the View
menu. The system displays the Consumers Found grid, similar to the following example:

Consumers Found: 9

LastMame FirstName MiddleName DateCfBith HomePhone CustStatus ﬂ
ARRON 3/26/ 7653452171
STAFFORD JASON HOWARD 10/10/1938 7655551234 Referral
B SMITH ADAM 1/30/1969 3172660496 DO NOT USE
B SMITH ADRIANA ROSE 12/8/1539 3178399933 ELIGIBLE
B WILSON ALEX 7/30/2000 2123575148 Waiting List - AAA ;I

The Consumers Found grid shows the consumers you have displayed by using the search
fields during the current CRISIS session. You can double-click a consumer record to
redisplay the episode and add or change the service entry information.
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6.10. Attaching (Uploading) a Document to an Episode

You can attach a document that is either too large for the Service Notes window or too
general in nature for notes in a specific service, and must be attributed to the current open
episode instead.

To save a document to an open episode, select Upload (Save) from the Document menu.
The File Upload Utility (Save) window appears, as shown in the following illustration:

File Upolad Utility (Save)

File name: I

Description

Bowse | o | canea |

Important

The document you are uploading must be closed. If you attempt to upload a document that is
open on your computer, an error message similar to the following example appears:

Error Uploading File x|

Trying to upload the document failed
The process cannot access the File 'c:iwinntiprafilesivongphakdyaimy documentsiHaoliday Schedule 2008.doc’ because it is being used by another process,

The following table describes the fields and buttons in the File Upload Utility (Save)
window.
File Upload Utility (Save) Fields and Buttons

Field or Button | Description

File Name Use this field to enter the directory path to the document, if you know it. You
can also use this field to copy and paste the location of the document.

Important
The file that you select MUST contain a file extension (for example, .DOC or
XLS). The system cannot upload a document that lacks a file extension.

Latest Revision:
5/28/2009 3:51:00 PM

Page 46 of 67




DDRS CORM Product User Guide |

Section 6: Working With Episodes |

File Upload Utility (Save) Fields and Buttons (Continued)

Field or Button

Description

Description

Use this field to add a brief description to the document to make it easier to
find later.

Browse

Select this button to manually browse for a document. Use the Open window
that appears to locate and select the file to upload.

OK

Select this button to complete the attachment of the document to the open
episode and save the document to the DDRS database.
Important

You must enter a name in the File Name field and a description in the
Description field to activate this button.

Cancel

Select this button to cancel the upload process and close the File Upload
Utility (Save) window.
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6.11. Viewing (Downloading) a Document on an Episode

To download (view) a document from an episode, select Download (View) from the
Document menu.

The File Download Utility (View) window appears. A list of documents appears in the
search grid on the window, as shown in the following illustration:

File Download Utility (View)

r— Search Criteria
" Consumer ( Episode (% UserMame 1 Other User I

CustlD | EpisodelD | FileMame | FileExtension | FileDescription | User Name | Date =

115 Settings to Re... | doc Dons test file gacrisisoperator i
31835 1021 Test upload.doc doc Stupid test thingy | qacrisisoperator 9/24,2007 £
21359 1055 Test upload.doc doc gacrisisoperator 972572007 T—
35071 5985 Upload documen... | .doc Example uploade... |gacrisisoperator 9/25/2007 4
43764 1060 MOHHELP.CHM | .CHM gacrisisoperator 5/26/2007 1
47550 1047 Kent.doc doc This is my docum... |gacrisisoperator 5/26/2007 14

4| | >

To download a document to view, you can double-click the document in the grid, or
highlight the document and select OK.

When you download a document from the DDRS database, the system displays the document
in the appropriate application (for example, a Word or Excel), providing that the application
exists on the computer you are using to run the CRISIS product.

The following table describes the fields and buttons in the File Download Utility (View)
window.

File Download Utility (View) Fields and Buttons

Field or Button | Description

Consumer Select this radio button to display the documents attached to all closed or open
episodes for the currently selected consumer.

Episode Select this radio button to display the documents attached to the currently open
episode.

User Name Select this radio button to display the documents that only you have attached

to consumers or episodes.
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File Download Utility (View) Fields and Buttons (continued)

Field or Button | Description

Other User Enter a user ID in the Other User field and then select this radio button to
display the documents attached by that user.

This radio button becomes selectable only after you have typed a user name in

the Other User field.
Delete (Manager function) Select this button to delete the selected document.
OK Select this button to complete the download process and view the selected
document.

This button only appears after you select a document from the search grid in
the File Download Utility (View) window.

Cancel Select this button to cancel the download process and close the File Download
Utility (View) window.

6.12. Accessing Outreach Templates

You can access PDF files for commonly used forms and documents (for example, the BM
Tracking Sheet, Health Record form, and Individualized Pain Scale Example) by selecting
Templates from the Document menu. The Outreach Templates page from the DDRS
website appears, as shown in the following partial illustration:

Division of Disability and Rehabilitative Services > Qutreach Templates
Outreach Templates

Qutreach Templates

Actions ~

Type MName Modified

|_\} BM Tracking Sheet 5/14/2008 9:51 AM
|_‘~} Bristol Stool Form Scale 5/14/2008 9:55 AM
|i~} Health Record Form 5/14/2008 9:51 AM
|_\} Individualized Pain Scale Example 5/14/2008 9:51 AM

Select a document name to display the PDF for that file.

Important

You must have a PDF viewer loaded on your PC to view a PDF from this page. The Adobe Reader
PDF viewer is a popular choice. Click here to display the procedure for installing the Adobe Reader
on your computer.

Because all of the documents on this page are read-only, you must print a hard copy of any
forms and complete the form by hand.

Latest Revision:
5/28/2009 3:51:00 PM

Page 49 of 67



DDRS CORM Product User Guide |

Section 7: The Help Menu |

7. The Help Menu

The Help menu contains items that you can use to:

e Access the CORM product documentation on the DDRS website.
e Display the version number and copyright information about the CORM product.

The following illustration shows an example of the Help menu:

&' Crisis Management

Consumer  Episode  Service  View  Document | Help

Last Name  [SMITH Open Episo| I f—

First Name  |AARON About —
! | Tir

The following table describes the Help menu items.

Help Menu Items

Item Description

Documentation | Displays the CORM document library in the DDRS website. The CORM
document library contains multiple PDF documents about the CORM product,
including a PDF file for the most recent version of this user guide. The following
illustration shows an example of the CORM document library:

Mysh

IN go{,.: Division of Disability and Rehabilitative Services

IS0

[ ._'] Division of Disability and Rehabilitative Services = CORM
View All Site Content Use this document library to store the most recent CORM documentation
Sites Actions -
Documents
e i 20071109 Release Notes
= CORM

20071211 Release Motes
= Event Schedul

2
2t
[}  CORMUser Guide
Et
Et

= First Steps
. TFLR Creating an Icon for the CORM System on Your Desktop
= 2003 Bulletins N Uninstall and Reinstall

= 2007 Bulletins
= 2002 - 2006 Bulleting

= Quarterly Bulletins
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Help Menu Items (continued)

Item

Description

Documentation
(continued)

When you select a document title, the system displays the document in a
separate window.

Important

If a window similar to the following example appears instead of the document,
you do not have a PDF viewer loaded on your computer:

x

Do you want to save this file?

@ Mame: CORM Product Crisis Training Guide,pdf
Type: Unknown File Type, 147 KB
From: myshare.in.gov

ham your computer. f you do not trust the source, do not save this

@ While files from the Intemet can be useful, some files can potentially
file. What's the risk?

You must have a PDF viewer loaded on your PC. The Adobe Reader PDF

viewer is a popular choice. Click here to display the procedure for installing the
Adobe Reader on your computer.

About

Displays the following window, which shows the version number and copyright
information for the CORM product:

CORM

Version 1.01.5.0

Copyright (c) State Of Indiana 2007
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Appendix A: Call Information Window Fields

The following illustration shows an example of the Call Information window:

—Call Information — Refemal Information
Phone Mumber | Caller Last Name |
Source Of Referal I.Ad\rnu:ate j Caller First Name I
Location Of Person IHome j
Comparny I Behaviorist j
— Immediate Danger
Address |
911Called By | Sef " Guardian © Support Certer |
City |
Agency Type Police -
I J State IIN Zip Code
Agency Name |
Contact Phone I
Agency Contact I
FAX |
Contact Phone Mumber |
Email I
Who is in danger I
Relationship IGuardian j
What is the danger |
Indications I
ok | cencel |

The following table describes the fields in the Call Information section of the Call Information

window.

Call Information Fields

Field

Description

Phone Number

This field contains the phone number from where the person is calling.

Enter the phone number for the location of the person who is calling in.

Source of Referral

This field contains the title of the person or organization that placed the
phone call. Valid entries for this field include:

Advocate

BDDS Service Coordinator/District Office
Behaviorist

BQIS

Case Manager

CMHC

Family
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Call Information Fields (continued)

Field Description
Source of Referral e Guardian
(continued) e Hospital
e Individual
e Inpatient
e Interested Party
o Jail
o Local School Representative
e Other
e OUTREACH
e Police
Location of Person | This field contains the location of the person who needs Crisis assistance.
Valid entries for this field include:
e Adult Day Services
e Adult Foster Care
e Caregiver Support Services
e Child Foster Care
e Community
e Community Based Sheltered Employment Services
e Community Habilitation and Participation: Community Based,
Group
e Community Habilitation and Participation: Community Based,
Individual
e Facility Based Sheltered Employment Services
e Family Home
e Group Habilitation Training
e Home
e Hospital
e Jail
e Mall
e Nursing Facility
e Other Large ICFMR
e Park
e PreVocational Services
e Provider Home
e Rehab Facility
e Residential Habilitation and Support
e Respite
e Restaurant
e SGL, Long Term/Short Term Residential
e State Operated Facility
e Treatment, Long Term/Short Term Residential
e Work
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The following table describes the fields in the Immediate Danger section of the Call

Information window.

Immediate Danger Fields

Field Description
911 Called By If a call to 911 was placed, select the radio button that most accurately
describes who placed the 911 call.
Valid entries for this field are:
o Self
e Guardian
e Support Center
Agency Type This field contains the type of agency to which you referred the person in

need of assistance.

Select one of the following valid entries for agency type from the drop-
down list:

211 Services

911 Emergency
APS

CMHA

CPS

ER of Hospital
Outreach

Police

Referral to Agency
Risk Management
Training

Agency Name

This field contains the name of the agency to which you referred the
person in need of assistance.

Enter the name of an agency.

Agency Contact

This field contains the name of the primary point of contact at the agency
to which you referred the person in need of assistance.

Enter the name of the primary contact.

Contact Phone Number

This field contains the phone number of the primary point of contact at the
agency to which you referred the person in need of assistance.

Enter the phone number for the primary contact.
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Immediate Danger Fields (continued)

Field Description

Who is in danger This field contains the name of the person who is in danger or for whom
the emergency call was placed.

Enter the name of the person who is in danger.

What is the danger This field contains the description of the situation that prompted the 911
emergency call.

Describe the situation that prompted the emergency call.

Indications This field contains the physical indications that the person in danger has
exhibited.

Enter the indications that the person in danger has exhibited.
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The following table describes the fields in the Referral Information section and the Search
Provider button at the bottom of the Call Information window.

Referral Information Fields

Field or Button

Description

Caller Last Name

This field contains the last name of the person who placed the call or
referral.

Enter the last name of the person who placed the call or referral.

Caller First Name

This field contains the first name of the person who placed the call or
referral.

Enter the first name of the person who placed the call or referral.

Company

This field contains the name of the company with whom the caller works.

Select one of the following valid entries for the name of the company with
whom the caller works from the drop-down list:

BDDS

Behaviorist
Family

Other

Police Department
Provider
Psychiatrist
QMRP

When you select Provider, the Provider Search window appears so that
you can search for an existing provider. Enter a provider name or portion
of a provider name in the Provider Name field and select Search. The
search results appear in the list box, as shown in the following partial
illustration:

Provider Search

Provider Name [Night Search |

NIGHTINGALE CARE SE ES. INC.
MIGHTSHIFT INC
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Referral Information Fields (continued)

Field or Button Description

Company (continued) After you select a provider from the Provider Search window, the system
automatically populates one or more of the following fields in the
Referral Information section of the Call Information window:

Address

City

State

Zip Code

Contact Phone

FAX

Email

Relationship

Enter Company Name

Address This field contains the street address of the location where the incident
occurred.

Enter the address of the location where the incident occurred.

City This field contains the name of the city where the incident occurred.

Enter the city for the address of the location where the incident occurred.

State This field displays the state where the incident occurred, and is
automatically generated according to the postal code that you enter into the
Zip Code field.

Zip Code This field contains the postal code for the address of the location where the

incident occurred.

Enter the postal code for the address of the location where the incident
occurred.

Contact Phone This field contains the phone number of the person who is acting as the
primary contact for this referral.

Enter the phone number of the primary contact for this referral.

FAX This field contains the phone number to use to send a facsimile to the
primary contact for this referral.

Enter the fax number of the primary contact for this referral.
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Referral Information Fields (continued)

Field or Button Description

Email This field contains the email address to use to converse electronically with
the primary contact for this referral.

Enter the email address of the primary contact for this referral.

Relationship This field contains the relationship of the primary contact to the consumer.
Select one of the following valid entries from the drop-down list:

Advocate

Case Manager
Direct Care Staff
Family
Guardian
Provider

Enter Company Name The system displays the Enter Company Name field and the Search

and Search Provider Provider button when you select Provider from the Company field. The
button following partial illustration shows the location of these items:
FAR J£pU-aasD
Email |
| Relatiopshio !Advocate ~|
Enter Compary Name |ANTHONY WAYNE REHAEILITATIOJ
—

( Search Provider | [ | 0K | Cancel |

You can manually enter a provider name in the Enter Company Name
field or select Search Provider to perform a search in the Provider
Search window.
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Appendix B: DART Information Screens

When you select the DART Info tab, DART information for the consumer appears, as shown in
the following series of illustrations. The additional tabs at the bottom of the screen correlate to
other screens in the DART product. The information is read-only. While you can select radio

buttons, select or deselect check boxes, and add text to fields, the system does not save the
changes.

DD Eligibility Tab
The following illustration shows an example of the contents of the DD Eligibility tab:

(Crisis Services | Oireach Senvices  DART info |

Bligble Condtions
’]7 Mental Impaimert {not s mertal iiness) | Physical Impaiment ™ Mo Impaiment Corfimad ‘
Age OF Onset Duration
’]‘ Reported condition originated AFTER age 22 ‘ (l' Reported condition IS NOT likely to continue indefinitely ‘
Care Treatmert:
Reported condition DOES NOT: reflect the individuals's need for a combintion and sequence of special, interdisciplinary
or generic care treatment of other services that are of lifelong or extended duration and are individually planned and coordinated
— Substantial Limitations
™ Sef Care [V Capacity for Independant Living ¥ Economic Seff Sufficiency
W Leaming ™ Receptive and Expressive Language | Mabilty
¥ Seff Direction

[ Eligibility Determination

¥ Does mest eligibility criteria for Developmental Disabilties Services
Mental Impaimment (Sources of Information) Physical Impaimment (Sources of Information)

DD Higibiity | DDP Assessment | DDP | Incident | Personal | PCP Team | Groups
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DDP Assessment Tab
The following illustration shows an example of the contents of the DDP Assessment tab:

(Crisis Services | Outreach Senvices  DART irfo |

Prefemed Language  [English ] I Does the individual have  history of seizures?

Medication Support  [Assistance | Frequency Of Seizures |0 id

Medical Condtions Prescribed Medications Behavior Frequency

N [rT—— Not Currently Has tantrums or emotional outbursts | ReE Y
Cardiovascular Y Antizrodety Not Cumenihy Damages own property or that of others Mot this year
Gastro-Irtestinal N Antidepressant Not Curently Physically assults others Not this year
Genito-Urinary N Anticonvulsant Not Cumenihy Disrupts activities of others Not this year
Neoplastic Disease N Diabetes Not Curently Is verbally or gesturally abusive Not this year
Neurological Diseases N Sedative/hypnoticc.  Not Cumently Is seffinjurious Not this year

Other maintenance Cumently Resists supervision Not this year
Behavior Consegquences Runs or wanders away Not this vear

Has a written behavior intervention plan? N

Individual's environment must be carefully structured to avoid behavior problems N
Becuase of behavior problems, staff must sometimes intervene physically with individual (e.g.. physically restrain individual or guide individual from room) N
Becuase of behavior problems, a supervised "time-out" period is needed at least once a week N

Becuase of behavior problems, the individual requires one-on-one supervision for many program activities N

DD Eligibilty DDP Assessment | DDP | Incident | Personal | PCP Team | Gioups
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DDP Tab
The following illustration shows an example of the contents of the DDP tab:
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Incident Tab
The following illustration shows an example of the contents of the Incident tab:

(Crisis Services | Outreach Senvices  DART info |

Total Incidents: 12

incident# | Date | Tme | Location of Incident | Oversight Provider Action
144863 Thursday. Aprl 12, 2007 400PM | HOSPITAL WABASH CENTER, INC. | 4/13/07 BQIS NOTE - MARY SWINFORD: See IR 144845 regarding reasons forthe injury.I] .
144480 Friday, Apr 06, 2007 1:30PM  WORKSHOP WABASH CENTER, INC.  TScott was exting the workshop and stopped for a momert. Stepharnie Stopfer (habiltation specialist) cortinued to walk by him pushing
b 143845 Sunday. Apri 01, 2007 |5:30PM |HOME, OWN WABASH CENTER, INC. |4/ E - MARY SWIN : .
143682 Saturday, March 31, 2007 830PM  HOME, OWN WABASH CENTER, INC. DScotty was in the bathroom and started banging his head on the wall. Staff came in and put on Scotty’s helmet as per his behavior plan...
138246 Sunday, February 04, 2007 7:30PM  HOME, OWN WABASH CENTER, INC. DAt approximately 7:30pm, staff member, Jessica Releford, notified site manager, Tabitha Smith, that she believed other staff member, To.
137189 Monday. January 22. 2007 715PM  HOME, OWN WABASH CENTER, INC. TScottie was doing his laundry. He headed back towards his bedroom. Before staff knew anything, he started banging his head on the w...
135522 Friday, January 05, 2007 10:00 PM  HOME, OWN WABASH CENTER, INC.  TScottie was eating chips and spilled them on the floor. Scottie started to pick them up and became frustrated because he couldn get t
133791 Fiday, December 22,2006 9:00AM  HOSPITAL WABASH CENTER, INC. DScotty was taken to the ER room for a folow-up visit to have staples removed fram his head from the incidident on 12/13/2006. Dr. said..
133103 Saturday, December 16, 2006 10:30 PM  HOME, OWN WABASH CENTER, INC.  DScott was not feeling well and became agitated. He was redirected as per his behavior plan. As he was walking down the hallway to go
133031 Wednesday, December 13,2006 10:30PM HOME, OWN WABASH CENTER, INC. 12:2206 BQIS note Tammy Tungett Incidert closed due to fiing of incident report for ER vist to have staples removed. IIIIIScot ...
130935 Monday, November 20, 2006 700 AM  HOME, OWN WABASH CENTER, INC. DScott did not want to get up. When he did get up he was agitated and hit the wall, damaging the wall. Scott was redirected as per his b.
127853 Monday, October 16,2006 3:15PM  WORKSHOP WABASH CENTER, INC. DS had stolen and Stephariie Stopfer fhabiitation specialist) verball prompted him to retum the item. DS tumed around and slapped Sc...

14/13/07 BQIS NOTE - MARY SWINFORD: See IR 144863 reganding staple removal =]

|Scott was having bshaviors. Stafftried to redirect as per his behavior plan. Staff tried to put Scoft”s helmet on. Before they could do so, Scott banged his head on the wall and received = gash. Scott’s manager was called and Scoft wastakento the ER
| The ER dector put staples in Scett™s head. Scott was released to go home and no further incidents occumed

PLAN TO RESOLVE
|Staf will continue to moritor Scott for signs of seffnjurious behaviors. Staff will sttempt to put Scott™s hemet on when he starts having behaviors. Staff wil cortinus to follow Scott™s behavior plan and implement as writen

DD Elighbiity | DDF &ssessment | DDOP |ncident | Personal | PCP Team | Groups
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Personal Tab
The following illustration shows an example of the contents of the Personal tab:

| Incidert report dated 4/3/D6 at 4:00 PM from Carey Services was received on 4/6/06
| 7/29/2004 Incidert report dated 7/23/04 from Carey was received on 7/29/04,
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PCP Team Tab
The following illustration shows an example of the contents of the PCP Team tab:
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Group Tab
The following illustration shows an example of the contents of the Group tab:
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Appendix C: Using Hot Keys

The CRISIS product uses hot keys for the menus on the menu bar. A hot key is a combination of
keys that you press to display and select menus and menu items. Each hot key works in
conjunction with the Alt key and is identified by an underlined letter in the menu name, as
shown in the following illustration:

"' Crisis Management

Consumer  Episode  Service  Wiew  Document  Help

For example, the letter C on the Consumer menu indicates that if you press and hold the Alt key
and then tap (press and release) the c key, the Consumer menu will expand, as shown in the
following illustration:

"E' Crisis Management
Consumer | Episode S

| Search

Contacts...

Report...

Tip
If the menu names on your CRISIS screen do not contain underlined letters, press the Alt key to
display the underlines under the hot key letters.

To permanently display the underline on hot key letters, use the following steps:

1. Minimize the windows on your screen to display the Windows Desktop.
2. Point to a blank area of the Desktop and right-click.

3. Select Properties from the short cut menu that appears, as shown in the following
illustration:
Arrange Icons By #
Refresh

Pasbe
Paste Shorbouk

Mew k

Properties

4. Select the Appearance tab in the Display Properties window that appears.
5. Select the Effects button near the bottom of the Appearance tab.
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6. Uncheck the Hide underlined letters for keyboard navigation until | press the Alt
key check box in the Effects window.

7. Select OK in the Effect window.
8. Select Apply and then OK in the Display Properties window.

After you display a menu, you can either select one of the items from the menu by pressing the
corresponding hot key, or you can press the Left Arrow or Right Arrow key to expand a

different menu.
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